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Community Agency Counseling Practicum and Internship 

Site Selection Process and Procedures Handbook

Choosing the location for your practicum/internship is a decision that will have a great impact on the nature and quality of your education as a counselor and on the direction of your professional career. This decision should be made thoughtfully and with care. This handbook has been designed to help you make a rewarding and informed decision.

Grading Policy and Eligibility Requirements for Practicum and Internship
Students in the C&D program must maintain a 3.0 GPA (B average). Only six credits of C’s are allowed for graduation. Grades of C are not acceptable in the following courses: EDCD 603, 608, 609, and 755, or in any specialization courses in the community agency counseling program (i.e., EDCD 652, 654, 656, and 658). Students are permitted to repeat a course only once.

Requirements for Practicum and Internship:
1) Field Placement Clock Hours Requirement: GMU and Virginia Licensure Board

All students admitted to the C&D program are required to complete two semesters of field placement: EDCD 755 and EDCD 791 (Practicum and Internship in Counseling). In order to meet VA state licensure requirements, the Commonwealth of Virginia requires a total of 600 hours of field experience. Therefore, C&D students must do 300 hrs in Practicum [EDCD 755] and 300 hrs. in Internship [EDCD 791]. At least 240 of the state’s required 600 hours should be face-to-face hours. (Face-to-face hours include intakes, assessments, and individual, group, and/or family counseling.) All skills courses (EDCD 603, 608, and 609) and specialization courses in the community agency counseling program (EDCD 652, 654, 656, and 658) must be completed before the Student Counselor may participate in the practicum/internship.

2) Weekly GMU Class 
Both EDCD 755 and 791 have an accompanying on-campus weekly class in which students meet with a GMU instructor and other graduate students to develop their counseling skills, present case studies, and reflect on their field experiences. Along with participating in clinical interventions and case consultations, you will be expected to perform a needs assessment, a mission statement project, and written case analysis during your practicum and internship. 

Primary Role of the Counselor

The American Counseling Association (ACA) states that the primary responsibility of the counselor is to respect the dignity of the client and to promote the welfare of clients. Counselors are specialists in human behavior and relationships who provide assistance to clients through a variety of interventions (ACA’s website: http://www.counseling.org/). Student Counselors must also fully understands the culture of community agency sites. This will be explored and discussed during the C&D community agency courses, starting in EDCD 654 and continuing through to practicum and internship (EDCD 755 and EDCD 791). 

Planning Your Community Agency Placement

The listings at the back of this book have been approved by program faculty and endoresed by C&D students over the past many years. If you are interested in an agency that has not yet been approved as a field placement, see your advisor to discuss whether or not it would be appropriate for you to make a preliminary contact with a potential placement. 

Virginia Board of Counseling

Virginia Board of Counseling Laws and Regulations can be found on the following website:

http://www.dhp.state.va.us/counseling/counseling_laws_regs.htm#law. 

Steps for Securing a Placement and Approval of Sites by GMU Advisor
Student Counselors are responsible for finding their own placements. Under no circumstances may a student do a field placement at his or her immediate work site. The only exception to this: You have been designated a role that is distinctly different from your current role and your field placement supervisor is not the same as your immediate work administrator and/or supervisor. NOTE: Final placement is made only when your GMU advisor and/or the Clinical Coordinator ascertain that the necessary time on site will be spent in direct (supervised) counseling services. 

Application deadlines for the practicum and internship are strictly followed: 


Spring: By 5:00 pm on the last business day on or before November 1


Fall: By 5:00 pm on the last business day on or before March 15


There are NO summer P/I placements.
1) Begin this process early. Because the stated deadlines must be observed for finalizing your field placement, it is critical that you allow enough time to interview potential sites and await their decisions. Allow at least three months to choose a site and complete the application process for practicum/internship. Many sites in the area are quite selective, and you will be competing with other students in helping-related degree programs both in the metropolitan area and  elsewhere. Sufficient planning time is particularly important for students who need placements with extensive evening or weekend hours. Although it is usually possible to find placements that coincide with students’ time requirements, placements during the above time periods are limited and usually result in fewer choices. Students with such time constraints should be sure to meet with their advisors, preceding placement, as early in the semester as possible. If you plan to complete your practicum in the spring and your internship in the fall, you may have fewer site options due to the fact that many sites prefer students to work from September to May. Their concern is the continuity of service for the welfare of the agency and its clients. 

2) Complete Appendix A. This worksheet will help you to consider what you are looking for in a placement and will assist you and your advisor in locating a rewarding field placement for you.

3) Establish a list of placement sites of interest to you. The list of agencies in Appendix B should help you to accomplish this. 

4) Visit at least two placements for informational interviews. Consider carefully what your needs are and what questions you should ask before making your visit. Then, schedule an appointment with the potential site supervisor, the volunteer coordinator, or the director of the counseling program. Evaluate both the nature of the agency and the type of supervision you will receive before deciding on your placement.

a) In order to receive approval, an agency must meet the following criteria:

i) On-Site Supervisor. 
(1) The supervisor must have a graduate degree in a helping profession (e.g., counseling, social work, psychology, psychiatry) and be a licensed mental health professional (e.g., LPC, LCSW, Licensed Psychologist, etc.) within the state in which the field experience takes place. 
(2) The On-Site Supervisor must have at least two years of licensed counseling experience. 

(3) The On-Site Supervisor should provide a resume to the George Mason student to give to his/her advisor to facilitate the planning of the field experience. 

ii) Site Experiences. 
Students must be offered a broad range of counseling experiences. A significant amount of individual counseling is needed in order to meet the 240 face-to-face client hours [120 hrs. per semester]. Students must have access to a multicultural clientele, which entails providing culturally-sensitive modes of service delivery and working with diverse populations.

iii) Supervision Time.The On-Site Supervisor must be willing to spend a minimum of one hour per week in individual supervision with the Student Counselor. There is to be no fee charged for this supervision. The supervision should include planning for the internship, discussion of cases and projects, reviewing tape recorded counseling sessions, and making the Student Counselor aware of her/his areas of strengths and areas for growth.

iv) Taping Requirements. You must choose a site that will allow you to audio tape your counseling sessions since you will be required to submit tapes to your University and your On-Site Supervisors. There are absolutely NO exceptions for this requirement!

v) Supervisor Must Be On Site. Your On-Site Supervisor should be aware that s/he must be on site when the Student Counselor is on-site. It is permissible to designate another qualified site employee as a temporary supervisor for brief periods of time, provided that the University Instructor is aware of this temporary change in on-site supervision.
vi) C&D’s Mission Statement. When meeting with site personnel, they should be made aware of the C&D’s mission statement and its infusion into the student’s work ethic.

vii) Stipend. Advise the On-Site Supervisor that s/he will be offered a stipend ($150) for each field placement experience (practicum and internship). If your site supervisor decides to accept the stipend by filling out the required paperwork, they will receive payment after the end of each field placement semester. 

viii) Possible Interim Hours. Students beginning their internship in the fall/spring may be expected by the site to work during the winter/summer semester break. Although your site may expect you to work regular hours, you only will be permitted to accrue 10% of your GMU necessary hours during the semester break. Students may continue practicum duties during the term break between Practicum and Internship under the following conditions:
(1) The field placement site and the On-Site Supervisor are the same for both EDCD 755 and EDCD 791.

(2) The nature and complexity of the work remains the same as performed during EDCD 755.

(3) A maximum of 30 clock hours (10%) are credited toward the GMU 300-hour requirement in EDCD 791.

(4) All parties understand that GMU students enrolled in EDCD 755 and EDCD 791 must  purchase professional counseling liability insurance. 

(5) The GMU instructors for EDCD 755 and EDCD 791 approve the continuance, as indicated by the signatures on the Post-Practicum Term Break Agreement (Community Agency Counseling: Practicum/Internship Manual, Appendix A).

(6) The site acknowledges that no university supervision is available during this period and assumes full responsibility for student performance, as indicated by the signature on the Post-Practicum Term Break Agreement (Community Agency Counseling: Practicum/Internship Manual, Appendix A).

(7) The Student Counselor agrees to abide by the conditions of the agreement, as indicated by the signature on the Post-Practicum Term Break Agreement (Community Agency Counseling: Practicum/Internship Manual, Appendix A).

(8) It is the Student Counselor’s responsible to provide a signed copy of this document to the following people: On-Site Supervisor and the GMU practicum and internship instructors.

5) Discuss the results of your interviews with your advisor. When a final decision has been made, access the field experience application forms and instructions at: http://gse.gmu.edu/programs/counseling/academics/med_counseling_comm_agency/ 

6) Complete this form and obtain attachments as described in the instructions. Bring originals and required copies of these documents to your advisor by the deadlines listed above. 
a) NOTE: Some agencies do not hold their interviews until after the March deadline. You must still notify your advisor of your decision to enroll in the practicum class for the following semester and must hand in one copy of your application. Once you have obtained a site, your advisor can sign off on your application. You must then submit the two additional copies with updated site information. After obtaining your advisor’s signature approving your placement, take your documents to the Field Relations Support Specialist in Robinson A307. 

b) If you are planning to remain at the same location for both practicum and internship, you need only submit the first two pages of the application and an unofficial transcript when you are applying for internship.

7) Follow‑up appropriately with any agencies you contacted. Notify the agency you have selected of your intentions and notify other agencies that you will not seek a placement with them.This is important in order to maintain our good working relationships with the agencies and to ensure their continued interest in accepting our students as interns.

8) Attend a MANDATORY P/I meeting the semester prior to each field experience. The location, date, and time of meeting will be sent to your GMU email address. At that meeting you will meet with your instructor and be given your course section day/time/location. Register for Practicum/Internship after the P/I meeting.

9) Students must purchase two copies of the most current Community Agency Counseling Practicum/Internship Manual in the Johnson Book Store. One copy is for the Student Counselor and the second copy is for the On-Site Supervisor.

10) Notify the C&D Clinical Coordinator of site information changes: names, addresses, and phone numbers of all involved in the clinical field experience. Changes in P/I placements and University Supervisor assignments are rare and made only for extenuating circumstances. The student’s advisor, the University Instructor, and the Clinical Coordinator must first agree on any Student Counselor placement change.
Appendix A

Worksheet ‑ Selecting an Agency Field Placement

The following questions are designed to help you and your advisor locate a rewarding placement for you. Please complete this worksheet and discuss it with your advisor during your placement interview.

1. In what setting(s) would you like to be placed (e.g., family counseling agency, substance abuse, women’s center, rehabilitation counseling, group home, business, etc.)?

2. With what population are you most interested in working? Consider diversity, age, gender, nature of concerns, etc.

3. What would be the preferred location for your placement?

4. What other locations are acceptable to you?

5. What time constraints or preferences do you have?

6. What counseling activities particularly interest you (e.g., group counseling, family counseling, career counseling, program development, leading workshops, cross‑cultural counseling)?

7. What counseling techniques or theories particularly interest you?

8. What special skills or experiences do you have that you believe will make you especially attractive to agencies (e.g., bilingual, special training or experience with a certain type of agency or client group, etc)?

9. When are you planning to register for EDCD 755? When are you planning to register for EDCD 791?

10. What is the maximum number of hours per week you are willing or able to spend at your placement?

11.   If necessary, are you willing to begin your placement early and/or extend your placement 

        beyond its customary ending date? (Please consult your advisor about working at your site 

 outside the regular semester dates. Because no university supervision is available at these
  

 times, some restrictions apply to the nature of your duties.)

Appendix B

List of Agency Placements

The following list includes community agencies that have expressed an interest in having a Student Counselor or that have hosted Student Counselors in the past. Where available, the following information is provided about the agency:

1. Primary type of experience offered. This is indicated by a letter preceding the name of the placement and should help you to locate placements of interest to you. The following coding system is used:

A ‑ General counseling

B ‑ Family counseling

C ‑ Substance abuse (drugs or alcohol)

D ‑ Rehabilitation counseling

E ‑ Employee assistance programs

F - Women’s concerns

G ‑ Children and/or adolescents

H ‑ Older clients

I ‑ Career counseling

J ‑ Other

2. Name, address, telephone number, email, and fax number of agency

3. Name of supervisor or contact person

4. Description of opportunities available as well as any special requirements of the agency.

Please note: Every effort has been made to maintain the accuracy of this list. However, if you do find that any of the information is outdated or wish to offer a suggestion, please contact C&D’s Clinical Coordinator.

Community Agency Placements

B, H – Alzheimer’s Family Day Center (AFDC)

2812 Old Lee Highway, Suite 210,  Fairfax, VA 22031

Phone: (703) 204-4664 

Fax: (703) 204-0509

Contact: Greta Strittmatter

Email:  afdc@alzheimersfdc.org
Website: www.alzheimersfdc.org
Day care for people with Alzheimer’s disease and other forms of dementia. Counseling for family members, support groups 2 times per month, classes for caregivers. Group Work; hours of operation: 7:30am – 5:30pm, Monday-Friday. Licensed supervisors. 

*Will accept students in both Fall and Spring.

A, B, C, E, F, G, H, I, J ‑ Multicultural Human Services (MHS)- Programs of Northern Virginia Family Service
Northern Virginia Family Service

10455 White Granite Drive, Ste 100

Oakton, VA  22124

(703) 219-2161

(703) 385-5261 (FAX)

 Contact: Cyndy Dailey, Director, Quality Improvement

Email: cdailey@nvfs.org

Website: www.nvfs.org
MHS is a multicultural, multi-lingual provider of mental health services to clients who represent a wide range of ethnic and language minorities.  Internships at MHS offer a range of clinical opportunities in school, community and home-based settings as well as in the traditional therapy office.  Prerequisites include:

· A good standing in a graduate program 

· At least a second year status 

· Experience in child or family-centered counseling 

· Familiarity with play therapy is recommended 

· Fluency in second language is strongly desired; limited opportunities for English-speaking only 

· Students should have an interest in cross-cultural issues and community based service delivery 

Placements are available for the school year, starting in early September through May.

Licensed supervisors. 
A, B, C, F, G – Fairfax County Alcohol and Drug Services
3900 Jermantown Rd, Suite 200

Fairfax, VA 22030

(703) 934-8752

Fax- 703-934-8742

Contact:  Kay Rankin, LPC, LSATP

Email:  kay.rankin@fairfaxcounty.gov  (prefers e-mail contact)

Website:  http://www.fairfaxcounty.gov/csb/ads/adsmain.htm 

Alcohol and Drug Services works with clients with substance use disorders in 35 different programs throughout Fairfax County, and in the cities of Fairfax and Falls Church. Our clientele are teens, adults, families, and special populations, such as pregnant women, mothers, clients with co-occuring disorders, clients with HIV and AIDS, and clients involved with the criminal justice system. Our programs provide opportunities for individual and group counseling in prevention, outpatient, and residential treatment settings. Internship opportunities change frequently. Site interviews interns at any time during the calendar year, and can offer some evening and weekend hours, when space allows. Licensed supervisors. Requirements of the agency include an initial interview with Kay Rankin, thorough background checks, a TB test, and the ADS Confidentiality/HIPAA/Human Rights Training.

*Will accept students in the Fall and Spring

A, B, C, F, G, H -  Fairfax Falls Church Community Services Board

The program is an eight-month placement beginning in September, lasting through April; there are no exceptions. The program is a minimum of 20 hours/week. Each student is required to attend a Thursday morning seminar, a weekly treatment team meeting, and weekly one-hour direct supervision. The remainder of the student’s time is spent in direct service, such as individual or group therapy, case management, or phone consultation. Each student is expected to work some evening hours to maximize accessibility to clients, but actual schedules are negotiated between the student and his/her supervisor. There are no weekend hours. Student trainees are permitted a two week absence, usually in December/January. Prefer students who have completed 50% of their graduate work or have relevant work experience. Supervised by LCSW and LPC.  

Orientation: The first two weeks of training in September are devoted to orientation.  Student trainees fulfill mandatory Fairfax County obligations, including human rights and confidentiality training, FBI and State background checks, child protective services registry search, and TB test (PPD). Each student meets with his/her supervisor to determine a schedule and set training goals.

The community service board offers services such including: adult, youth and family, older adult, multicultural, victim’s assistance program, emergency services, adult partial hospitalization, homeless services, PACT program, anger management program (ADAPT), outpatient treatment, and residential services. 

· Woodburn Center (Annandale)
Address: 3340 Woodburn Road, Annandale, VA 22003

Phone: (703) 573-0523

Fax: (703) 280-9518

Contact: John Dobricky

E-mail: John.Dobricky@fairfaxcounty.gov
· Mt. Vernon Center, South County (Alexandria)
Address: 8119 Holland Rd., Alexandria, VA 22306

Phone: (703) 360-6910

Fax: (703) 360-0899

Contact: Rosemary Lewis

E-mail: Rosemary.lewis@fairfaxcounty.gov
· Northwest Center (Reston) 
Address: 1850 Cameron Glen Drive, Suite 600, Reston, VA 20190

Phone: (703) 481-4100   Voicemail: (703) 481-4221

Fax: (703) 437-7647

Contact: Stephanie Costanza

E-mail: Stephanie.costanza@fairfaxcounty.gov
· Chantilly 
Address: 14150 Park East Circle, Suite 200, Chantilly, VA 20151

Phone: (703) 481-4100   Voicemail: (703) 481-4221

Fax: (703) 437-7647

Contact: Stephanie Costanza

E-mail: Stephanie.costanza@fairfaxcounty.gov
· Springfield Office

Address: 8348 Traford Lane, Suite 400 Springfield, VA 22152
Phone:  (703) 866-2100  Voicemail: (703) 481-4221
Fax: (703) 451-7539

Contact: Stephanie Costanza

E-mail: Stephanie.costanza@fairfaxcounty.gov
· Route One Office

Address: 8850 Richmond Highway Alexandria, VA 22309

Phone: (703) 704-7004  Voicemail: (703) 481-4221
Fax: (703) 799-1053

Contact: Stephanie Costanza

E-mail: Stephanie.costanza@fairfaxcounty.gov
· Teen Alternative Program

Address: 1850 Cameron Glen Dr., Ste. 600, Reston, VA 22190

Phone: (703) 481-4171

Fax: (703) 435-1961

Contact: Stephanie Costanza

E-mail: Stephanie.costanza@fairfaxcounty.gov
Day treatment for adolescents 13-18 year olds. They attend half day public school and half day group therapy. There is a parent support group Wednesday nights. Individual and family counseling available. Interns would cofacilitate family therapy. Prefer interns to be available three days a week from 9:00am-3:30pm. Licensed supervisors.Individual counseling is available, however majority of counseling is group therapy. Will accept students in the Fall.

· Adolescent Day Treatment Program, Mental Health/ CSB

Contact: Margee M. Eife, M.Ed., Director, NW TAP 

Phone: (703) 481-4169

Provides intensive treatment, education and family intervention for emotionally disturbed youth to prevent hospitalization or a placement outside of their homes.  It also assists adolescents and their families in the transition from psychiatric hospitalization to the community.
A, C,  ‑ Loudoun County Mental Health Center 

Address: 102 Heritage Way NE, Ste. 302, Leesburg, VA 20176

Address: 21641 Ridge Top Circle Suite 105 Sterling, VA 20166

Phone: (571) 258-3026  

Fax: (703) 777-0170

Contact: Bob Helpinstill 

Email: Bob.Helpinstill@loudoun.gov

Website: www.loudoun.gov
Offers range of counseling experiences at community mental health center. Can include placement in substance abuse services, mental health outpatient, and residential. Evening hours are available until 830-5 Fri 8 p.m.; prefer 2nd year master's students; two semester commitment, 20 hours/week; need to be available Tuesdays; LCSW, LPC supervision available. 

* Will accept students in the Fall

A, B, C, G, H, J - Prince William County Community Services Board

Mental health, substance abuse and mental retardation services. Family counseling emphasized, generally following a strength-based model. Licensed supervisors.
*Will accept students in both Fall and Spring

· Manassas

Address: 7969 Ashton Avenue, Manassas, VA 20109

Phone: (703) 792-7800

Fax: (703) 792-7817

Contact: Heidi Friedman

E-mail: hfriedman@pwcgov.org
Website: www.pwc.gov.org/csb/
· Woodbridge

Address: 15941 Cardinal Dr. Suite 200

Woodbridge, VA 22191

Phone: (703) 792-4900

Fax: (703) 792-7057
A, B, C, D, F, H, I - PRS, Inc. 

Psychosocial rehabilitation, comprehensive employment services, and services for dually diagnosed clients. Orientation includes human rights training and confidentiality training. TB test required. Licensed supervision.

*Will accept interns in both Fall and Spring

· PRS, Inc. (Falls Church)

500 W. Annandale Rd., Falls Church, VA 22047

Phone: (703) 531-6390

Fax: (703) 533-9858

TTY: (703) 536-4055

Contact: Thomas Schuplin

E-mail: tschuplin@prsinc.org
Website: www.prsinc.org
· PRS, Inc. (Reston)

1820 Michael Faraday Dr., Reston, VA 20190

Phone: (703) 531-6370

Fax: (703) 437-1063

A, B, C, F, G, H ‑ Rappahannock Area Community Services Board

600 Jackson St, Fredericksburg, VA 22401

Outpatient clinics: Fredericksburg, Stafford, Spotsylvania, King George, & Caroline county

Phone: (540) 899-4380

Fax: (540) 371-3753

Contact:  Frank DeForest, Ph.D., Clinical Services Director 

Email:  fdeforest@racsb.state.va.us
Website: www.racsb.state.va.us
The Center provides adult, child, and adolescent counseling, outpatient counseling, case management and in-home services. Hours are flexible to meet student needs. Individual, group, and family counseling available. There is a clinic in Fredericksburg for treatment of women with substance abuse concerns. Licensed supervisors. Requirements of agency: All interns must complete the agency orientation, which is approximately four days during their first week. This process includes a background investigation that involves a criminal history check, a child protective services check, and a urine drug screen.

*Will accept students in both Fall and Spring

A, B, F, G, H, I, J - The Women’s Center
133 Park Street, NE, Vienna, VA 22180 

Phone: (703) 281‑4928, X404

Contact: Catherine Love, LPC, LMFT, Clinical Training Manager

Email address: EXTERN_INTERN@THEWOMENSCENTER.ORG

Website: www.thewomenscenter.org

Large outpatient non-profit agency providing individual, group, couples, family, teens, children, older adults, and career counseling. Eight-month commitment, 16-20 hours per week, 8-10 clients per week. Four hour intake shift: work either two evenings (5:00-9:00 p.m.) or one evening, plus Saturday. Clients can be seen during the day. Co-leading a group or workshop depends on the availability of group/workshop and student. In-services are once a month (not mandatory). Students have two weeks vacation, including one week per semester. TB test and liability insurance required. Orientation is provided and mandatory seminars are Wednesdays from 1:00-3:00p.m. See Website for application deadlines; competition is very fierce, but they want GMU students. Application process includes submitting a cover letter, resume, courses completed and three letters of recommendation (two from supervisors & one from professor). No stipend to our supervisors. LPC or LCSW Supervision. 

* Will accept students in both Fall and Spring 

D - Virginia Department of Rehabilitative Services


Vocational rehabilitation program for disabled adults offering assistance with situational assessment, work adjustment, job-seeking skills, and job development/placement. Days. Supervision by Rehab. Counselor, MSW. Limited number of licensed supervisors. 

*Will accept students in both Fall and Spring

· Alexandria Office

Address: 5904 Old Richmond Highway, Ste. 410, Alexandria, VA 22303

Contact: Teri Bertsch

Phone: (703) 317-3501

Fax: (703) 960-8950

E-mail: Teri.bertsch@drs.virginia.gov

Website: www.vadrs.org
· Fairfax Office

Address: 11150 Main St. Fairfax, VA 22030

  Phone: (703) 359-1124

  Fax: (703) 277-3537

 Contact: Jane Bennett

  E-mail: Jane.bennett@drs.virginia.gov   

· Manassas Office

Address: 9309 Center St. Manassas, VA 20110

Phone: (703) 335-5550

Contact: Mark Fletcher or Sandy Williams 

Fax: (703) 335-5559

A, J ‑ Whitman‑Walker Clinic of Northern Virginia

5232 Lee Highway, Arlington, VA, 22207-1621

Phone: (703) 237-4900

Fax: (703) 237-5757

Website: www.wwc.org
Individual, couples, group, and family therapy provided to gay, lesbian, bisexual, and transgendered, and to HIV/AIDS clients. Check website for internship opportunities. Masters level supervision available with LCSW and LPC.

*Will accept students in both Fall and Spring

*Students should call and confirm if audio taping clients is allowed

P-I








Complete EDCD Community Agency skills and specialization courses.





Secure tentative site placement.


Complete C&D coursework.





Secure Advisor’s approval of site. Complete P-I Application and turn in by due date. 
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